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Cardinal Flowcharting Standards

Template Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Name

Step Number

Represents an interface or a process step that is performed
within the PeopleSoft system. Use a verb phrase (Process
Invoice) NOT a noun phrase (Invoice Processing) to describe
the step.

Represents a batch process within the PeopleSoft system. Use
a verb phrase (Process Invoice) NOT a noun phrase (Invoice
Processing) to describe the step.

Represents a process or step that is performed manually. Use a

verb phrase (Process Invoice) NOT a noun phrase (Invoice
Processing) to describe the step.

Represents the possible outcomes of a decision or analysis that
took place in a step immediately preceding. NOTE: this symbol
itself does NOT represent any activity, and should not be given an

identifier.

Represents an entity (person, organization, etc.).
Used only when necessary to show the source of
important information

The step number should
be placed at the top of
each step or process

11.1
Approve PO

Start

End

Document

O

Budget YE
Close
GL
5.3

Indicates point at which the process begins. Does
not represent any activity.

Indicates point at which the process ends. Does
not represent any activity.

Represents a document of any kind, either
electronic or hard copy

On-Page or Intra Process Connector. Used to
avoid complex overlapping connector lines or to
continue a process on a subsequent page. Also
used to reference a sub process within the same
main process. Connectors are labeled with
UPPER CASE letters.

Inter Process Connector. Used to connect steps
between business processes. Description can
include Process step name. (e.g. General Ledger
Sub Process 5.3 would be Budget YE Close GL
5.3).
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AP 6 Process 1099 — 6.1 Process 1099

In Part 2 — P-card information will be
entered in this step.
Offset Adjustment will also be
handled in this step.

Part 1 - P-card detail information will
be uploaded
Part 2 — P-card information will be
entered in step 6.1.5

A

6.1.3 6.1.4
Update with P- Generate and

6.1.5
Enter and Save
Start Adjustment
Yes
Y
6.1.1 Adiustment & 6.1.2
Configure justment to Run
Withholding Whnhoidng No— | Withholding
Defaults Posting

AP_WTHD is a delivered
process that should run
after Payment Posting

Card Detail Review Report
Transactions and Inquiries

Updates
Needed?

No

Ready for
Annual Filing or
Resubmission?

1099 Administrator runs and
reviews the
Withholding Mismatch
Report (APY9010) as well as
reviews online inquiries

Yes—b@
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AP 6 Process 1099 — 6.2 Create 1099 File

1099 Administrator enters
parameters and runs the 1099
Report Post Applicaton Engine

process (1099 _RPT_PST) to extract
withholding transaction data

6.2.1
Run 1099 Report
Post

1099 Administrator enters parameters and
runs the 1099 Report Copy B Sort Application
1099 Administrator enters parameters Engine process (AP_COPYB_RPT) or Print

and runs the 1099 Report Application 1099 Copy B job (APCOPYB) to generate the IRS requires 1099 to be mailed

Engine process (AP_APY1099) to 1099-G Copy B, 1099-INT Copy B, and 1099- by February 15th
create file for the IRS MISC Copy B reports y y
6.2.2 6.2.3 6.2.4
oa Run 1099 Report Mail 1099 Report

Run 1099 Report Copy B Sort Copy B to Vendors

@—Yes Corrections?
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AP 6 Process 1099 — 6.2 Create 1099 File — Cont.

1099 Administrator enters fiscal
year and runs 1099 Withholding to
Send Detail Report (APY8056) to
review data being sent to IRS

6.2.5

1099 Administrator runs Withholding @
Sent File Application Engine process
(WTHD_SENT) to finalize 1099
reporting and file creation process

6.2.6

: > Run 1099 Withholding
1099 ! :
hh Electronic Fil

Wit 0|ding to I onic File

Send Detail Report

Via IRS FIRE system

IRS

» Run Withholding
Sent File Process

Adjustment
after IRS
Filing?

End
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